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1. Requesting Agency ’
MONTCOMERY COUNTY DEPARTMENT OF FINANCE | CENPFRAYL, SCHEDULR

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below). =~ " .

oo ’ B : . ‘ . : C: ‘
Dispose of present accumulation. No Estoblish retention schedule for re- -~ Microfilm ond destroy originals.
additional accumulation is antici- cords for which there is o continuing Originals if not microfilmed would be
pated. Records have ceased to have volue accumulation. The records will cease to  retained for the period’of time indicated.

to warrant retention.

have value to warrant their retention after
the period of time indicated. .

5. Description of Records s

6. Recommendation

4. i TDe;cribe records accurately. Include title, form number, size of documents, :1 of Holl of Records
|tem "+ work or activity' to which the records relate, inclusive dates, and quantity and Board of Public
No. “{cubic or linear feet). Show recommended retention period. Works.

1, | PURCHASE ORDER (FORM FB-5) . .  ~ %

| in Po 1946, - (Prior to that time.each Department wade its owm
| purchases.) This schedule 18 concerned with the records created up~
| on_the purchase of an article or service. These records include

| partiel delivery received report, cancellation or change order no-

| are distrituted as followst

| The' Bureau forwards all coples of the order to the Department of
| Finance, Division of Accounts., This Division certifies the order as

‘| the using agency where it 18 retained until the vendor's invoice is

the purchase order, the vendor’s invoice, a carbon copy of the check,

tice and correspondence, The Purchasing Bureau prepares the pur~ .
chase order (827 x 11°) 4n quintuplicuate upon receipt of a purchase
requisition from the using agency. The coples of the purchece order

>

-Original  {white) To Vendor :

1st Copy (pink )  To Purchase Buream ~ ..
. .2nd Copy (yellow) To Department of Finange - Division of

e - Accomnts (Voucher File) _
.= 3rd Copy "(green) . To Department of Finance ~ Miviaion of
L o Accounts (Pending File) ‘
. lith Copy “(blue’)  To Purchase Bureau (Pending File)

to availability of funds and assigns & voucher number, The 3rd copy
(green) 13 retained by the Divieion in a pending file and serves as
an encumbrance agalnst the budget account number, The remaining
coples ‘are returned to the Purchasing Buresu.: The white or original
copy of the order is sent to the vendor by the Bureau. The Buresu
retains the pink and blue copies, The yellow (2nd copy) is sent to

received, The yellow copy is then signed by the using agency and
forwarded to the Purchasing Bureau with the vendor's inveice, The

,\."A,‘~-¢~-“: ..:.""_’ ’ Wp&“ogy’%
| X centralired Purchese Bureau for Montgomery County was established f\&

(o™

7. Agency, Division or Bureau Representative
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Date
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Schedule Authorized os 4ndicated in Col. 6 by Hall of
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¢ Commission

4 : 5. Description of Records _ ) : 6. Recommendation
em - Describe records accurately. Include title, form number, size of documents, of Hall of Records
m - work or activity to which-the records relate, inclusive dates, and quantity and Board of Public
o . (cubic or linear feet). Show recommended retention period. Works.

Buresn notes delivery on the blue copy in their file and the County
Yanager 8igns the yellow copy authoriging payment and forwards this
copy and invoice to the Department of Finance, Division of Accounts,
The Division prepares the check for payment and forwards the ine
voice, purchase order {yellow copy), voucher register and check
register to the Director of Finance for his signature. He sends-
them to the Division of Revenue and Disbursement where the origi- |
nalp of the checks are signed and a copy of the check register is
filed,. The records are then retwrned to the Diviasion of Accounts
where final entries are made in the ledger and the voucher register
is filed,. The yellow copy of the purchase order, the invoice and a
carbon copy of the check are filed as a completed transaction 4n
the voucher file in the office of the Director‘of Finance. Filed
with the yellow purchase order (voucher) are any cancellation or
change order notices (Form PB-7, 83" x 11") and partial delivery
' | received reports (Form PB~6, 83" x 1A%, -~ = o

a.| Purchase Bureau - ‘ C

This Bureau retains the pink and blue copies of the purchase order,.
The blue copy is filed numerically and then chronologically, It
18 retained solely as a cross rofererce to the Purchase Order File .

(pink copy),:and is, therefore, nan-record within the meaning of
the statute governing non-record material (Art. Ll, Sec. 155, Amno-
. tated Code of 1951)s The Purchase Order File includes not only the
pink copy of the order but also copies of the partial delivery re-
ceived reports (Form PB~6) and ¢accellation or change order notices /
(Form PB=7)«. It alsc includes any correspondence relative to the
purchase, .Tnis file of the purchase order 4s necessary for audit
_ purposes:and &1so has an operational use in the Bureau, The
, | material’is’filed by year and alphabetically by name of vendor

'| therein.? The following recommendation appliss to the pink or lst
copy in the office of the Purchasing Burean,

RECOMMENDATION: RETATY FOR TEREE YEARS OR UNTIL AUDITED, WRICHEVER

IS LATER, AND THEA DESTROY, - ' ' .

be ent of Finance = Division of Accounts o
This Department received two copies of the Purchase Order, (2nd
copy, yellow, and 3rd copy, green)s The green copy i8 retained in
an encuzbrance file until the yellow copy 48 received with the in-
voice for ent, after which the green copy has no further use.
This copy (green) is, therefore, non-record within the meaning of
of the statute governing nonerecord material (Art. L1, Sec. 155,
Annotated Code of 1951), The yellow copy of the purchase order is
" | filed with the vouchar file in the Director's Office, Copies of
the. cancellation or change order notices.and partial delivery re-
ceived reports are attached to the purchase order to which tney -
pertain as is also any correspondence. The voucher file contains,
. besides the purchase order, the following records: Refunds and
Overpayments, Tax Sale Redemption and Gasoline ¥ithdrawal Tickets,
These records are covered in Items g, 3, and L of this schedule,
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5. Description of Records 6. Recommendation
of Hall of Records

Describe records accurately. Include title, form number, size of documents,

(cubic or linear feet). Show recommended retention period.

work or activity to which the records relate, inclusive dates, and quantlty and Board of Public
Works.

. 2e

lie.

The total file including Items 2, 3 and L, occuples 32 drawers

(48 cubie feet) for the period January 1953 to date. The accumula~-
tion prior to January 1953 1s in the old Courthouse and is inacces~
sibles . The annunl rato of uocumulation is approximately 30 cnbie :

feet, 1
nmommmm nmuu FOR 51X YEARB AND THEN DESTROY, - -- .
‘ o \

REFUNDS AND OVERPAY#ENTS

. REGSWENDAT!ON!

| vax sm:s aeompnon :
"CERTIFICATE 8 PREFARKD YWICE IN CRIGINAL,

- BY THE c&uﬂtv §8 THESE INSBTANCES 18 REIMBURSED B8Y YHE

4

1

MI8S FORM 18 PREPARED IN TRIPLICATE IN THE Otvastou oF
REVENUE AND DISBURSENENTS. ONE ©¢0PY (YELLOW) 18 RETAINED
I THE ORIGINATING Division (S£E SowEpuLE Noa J)» A sko-
oND ooPY (PENX) 18 FILED 1N THE DingcToR's Orriot (See

SCHEDULE ‘NOoG/Js THE ORIGINAL, WHIGH HAS OEEN ASS)IGNED
A VOUCHER NUMBER, §$.FILED IN THE YOUGCHER FILE AFPTER PAYVe
MEMT HAS BEEN WADE, . THE RECOMMENDAY{ON FOR THISB . 1TcH

APPLIES ONLY .TO tns ORI GINAL (wntrt) COPY FILED WIYH, vn:
4 rl .

» - .
7

vouon:ac. P
RETAIN FOR SIX YEARS AND THEN DESTROY.

.

H

Twis B x 11T
ONK 0OPY. GOES TO THE 1HOIVIOUAL WNO PUROKASED THE PROPEAT

AY THE TAX.SALE, ~ ATTACHED TO THE CERTIFICATE OR VOUCHER
18 & OARBON. OOPY OF TME CHEOKe THIS MONEY MUST BE AGOOUNY
€D FOR 'A§ ANY OTHER EXPENDITURE, HOWEVER, MONEY PAID OUY

?ROP(&‘I‘Y HOLDER - nsoumua THE PRO?EﬂTYQ

RECOWENDAHON: RETMN FOR 8ixX YEARS AND THEN DESTROYo

| GASOL INE mTHDRAUAL JICKETS
X OV VIOKETS ARE FILED' BY MONTH IN THE uouonln‘

HESE.
!ut ORIGINAL 8 RETAINED BY THE USING AGENOY, AlLe

FiLE,,
THOUGH "NO.- VOUCHER MUMBER 18 1SSULD TO THEM THEY uusSY BE
ACCOUNTED . FOR, Al ANY OTHER EXPENDITURE. THE FOLLOWING

) atoouu:mnumn "APPLIES OMLY TO THE TIOKETS IN TNE VOUCHER

»

FiLEe 2@‘~
. |RECOMENDA TION:

FETAIN FOR S1X YEARS AND THEN DESTROY.
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